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1. WARNING! Known Limitations:

a. Your Outlook signatures are not available.
b. No archive or personal folders (.pst) files are available.
c. There is no auto-fill / auto-name recognition in the To / Cc / Bec fields.

d. Only 25 messages will display at a time. You will need to “page through’ your
messages. See Step 9.a below.

e. No “follow up flag” is available.
f.  There is no integration with iManage.

g. Some email attachments cannot be viewed without first saving the attachment to your
Local PC. All attachments which are to be edited must be saved to your Local PC. The Local
PC must have the associated program loaded to open the attachment (i.e. Word must be loaded
on the local computer to open and edit a Word document).

h. Dial-up (modem) connections are slow!

NOTE:

WHEN YOU ARE FINISHED, YOU
MUST LOG OFF (OUT) OF
OUTLOOK TO PROPERLY CLOSE
YOUR INTERNET SESSION! SEE
SECTION 10, PAGE 8 FOR PROPER
LOG OFF PROCEDURES.
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Click the link provided on the ECJ Remote webpage, or on the ECJ Citrix webpage. (Note:
AOQOL users should minimize AOL use Internet Explorer.)

At the OWA webpage, type in your user credentials that you use at the office:

EC|

Effective Crautive Judgu-ent

Ervin, Cohen & Jessup, LLP,
No unauthorized access allowed

mnMDsofr

:3.0utlook Web Access

Provided by Microsoft Exchange Server 2003 user = username

password = network password

User name:

Password: |

Client (what's this?)
() Premium
() Basic
Security (what's this?)
(%) Public or shared computer
() Private computer

To protect your account from uriauthorized access, Outiook Web Access automatically doses its connection to
your mailbox after a period of inactivity. If your session ends, refresh your browser, and then log on again.

2. The default View:

3 Hicjoscft Dutlook Wek Access - Micioseft Inteinet Explore;
File  Edt :

Help

Toak

Wiew  Favortes

- .= 9 A Q = 3 S5 . 1=
Back Firard Stop  Refresh  Home Search Favortes  History Mal\ Frint Edit Dizcuss
Address Ié‘ http://exchangebh/eschange/ j & Go J Lirks **

'18]2 {55 Search web v| o | Eh0blacked el iDpions @
Outiot tems JEllto7of7 B4 b B

| Log off

j Folders

2843 Debbie Mogren
7 Calendar s test
1] Contacts - 9Guest
5] Deleted Items (10 £ Chris Reess Mo /152004 103... R Attachments can contain viruses that may harm

R VISION SR mexeepers 4 our computer. Attachments may not dlsyla

-‘iﬂ prafts (& Travis Mogren Mon 8/16/2004 10:2... .- zorrectly g Y Rl
_} frivai ] RE: GLAALA Educational Seminar 9/13/04 To: Debbie Mogren
A Journal il .

Attachments: [ comsetup.log{15KB)

_'4‘Ke||y A, Shultz Mon 8/16/2004 9:50 ... .

:_a Junk E-mail |
K1 —

ARy GLAALA Educational Seminar 9{13/04 ]

Edilgbox | gBarbara Wood Fri 8/13/2004 11:48 AM

E calendar RE' VISION 5QL Timekeepers

. -~ [gReception Thu 8/12/2004 2:41 PM .,

QJ Contacts FW: PDC Lunch -

""'f‘"‘k'“—" {4 Patricia Kosich Thu 8/12/2004 1:44 PM _

:_ﬂ_'las a RE. Archived Email Messages g

ﬁ Pul::li( Folders

:} Rules

i-:'ju Dptions
IFE] — : | ] [ - | | EE Local intranst
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Note: The location of the Reading Pane can be changed by clicking the Show/Hide Reading
Pane icon.

3 Microsoft Outlook Web Access - Microsoft Internet Explorer

Eile Edit “iew Favoites Tools Help

0 . @A A s B8 & | E

—

Back Festiward Stop  Refresh  Home Search Favontes  History ail Prnt Er Discuss
Address I@ http://exchangebh/exchange/ / _ﬂ 7 Go . Links >
Gouogle - I :_” {5 Searchweb - | vl I & 0blocked JE|AuoFll  @{Optons 4 J

£i* Outiook WebAccess M Inbox (Two.Line view +) tevs HEMto7oF7 B4 4 b P

= a —— ' =
[ Folders QO 1a) finew - |3 X g Sl g - 1 O\ | @ Help _ILog Off
7 Calendar iSubject = Bottom e 4
Contacts |
= Deleted Tt =i Chris Reese ol Mon 8/16/2004 10:30 AM . 4 |
a e: ed Items {10 RE: VISION SQL Timekeepers
(2] Drats (4 Travis Mogren Mon 8/16/2004 10:26 AM <
by 'm RE: GLAALA Educational Seminar 9/13/04
&4 Journal ) ) 9Guest Mo 8{16{2004 10:19 AM
| g Junk E-mail v Fick il
e “kelly A, shultz Mon 8/16/2004 9:50 AM
GLAALA Educational Seminar 9/13{04 ]
T\J Inbox _Barbara wood Fri 8/13/2004 11:48 &M .
:’j Eo o RE: YISION SQL Timekeepers
iidesd | :=reception Thu 8/12/2004 2:41 PM . —
f-| Contacts Fw;: PDC Lunch
= A - -
- : -
.;Ej Tasks
y Public Folders test
— "B 9Guest
L..‘.j Rules | |_fs Attachments can contain viruses that may harm your computer. Attachments may not display correctly, |
I_j Options To: Oebbie Mogren
£ hitp.//exchangebh/exchange/dmogren/|nbox/?Crd=contentst A Eg_ﬂ Local intanet

BRStart| (5] Inbox - Microsoft | W) #4368571iMa._| B #4368931 <M. | ) #456345v2¢Ha. |[&]Microsoft Dut.. | BB W 107p4

3. To create a new email message click New mail icon:

DF E)utlookWeb Access B INBOX (Tuo-Line Visw ) Items nl to7of7 [ 4 b B
| Foders 19 o) [oanen I X i a [H - 1 0w @ne Cdios ot

—r
4. Email can be addressed in various ways:

a. You can type in the complete address in any of the To / Cc / Bec fields.

€ Help

b. ORyou can type all or a portion of
the addressee’s name in one of the address fields st outack et acesss found more then one*ose'
and click CTRL + K to lookup the addressee. If o eimnie i
the name can be resolved without conflict, it will : Dletethis redient from th It —
complete. Otherwise, you will see a Check e

. . . Properties...
Names window. Click the appropriate ¥ [ R @ AR O
address and click OK.
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c. OR to lookup the address from the firm’s Global Address List or your Contacts

1) Click either the To/Cc/or B

cc buttons:

< l_é& v 0 l&’l? 3 !ﬂOptions...‘ @) Help

:-i Find Mames -- Web Page Dialog

2) This displays the Find

5 o Find in: | Global Add Lisk -y |
Names dialog box. Click the drop-down e naes n | Gobel ddrs Lt =
. P e Wame|
arrow in the “Find names in” field to choose P —
. Lasl name: jmogren IrsC name:
between the Global Address List and your e | s |
Title: Alias:
Contacts.
Comparny': I Department: I
Office: City:
3) In one of the fields ! !
. . ind
(Display Name, Last Name, First Name, |
Mame Fhone  Alias Office Job title Company

etc.) type in the name and click Find.

4) Highlight the name in /
the lower portion and click the appropriate
To / Cc/Bcee button. The process can be
repeated to add more names

5) Click Close once all
names are entered.

5. Attaching a document from the Local PC

B Debbie Mogren dmogren

VMDEBBIE MOGREM YMOGREN

>

Add recipient to...

to an email:

a. In anew mail message, click the Atta

_lSend!,H = ‘ﬁ @a/i !

chment Button,

8

3 Options...i @) Help

b. The attachment window will display.

/) Attachments -- Web Page Dialog

Choose a file to attach:

Click the Browse button.

Add the file to the list

Current file attachments

IDOCS:99999.808:456945.3/8-16-2006
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c. The Choose File window will display. Navigate to location where file is located.

T |
Laak jr: “ 5 My Documents j QI

?T' Z2eci.dot @ pleading? kst
Copy of ecj.dat

ecihelp.txt

121 excimain2000. mb

=] pleading. bt
&_Eifpleadirnﬂ .doc

File name: |||:|Ieal:|ing1 .doc Open

Files of type:  [&1 Files () Zl o cancel |

d. Select the file (click on it to highlight).
e. Click Open.

f  This returns you to the Attachment window and the file will appear in the “Choose a
file to attach window.” Click the
Attach button to move the file to the
“Current file attachments” window.

*3 Attachments -- Web Page Dialeg

Choose a file to attach:

[C:IWINNT1Proﬁles\dmogrenIDeslftspIPIeadirag.doc

g. Repeat steps 5b through 5f
until all files have been added.

Add the File to the list

h. Click Close this returns you
to your email message.

Current file attachments

Remove |

a Attachments -- Web Page Dialog

© Help
Choose a file to attach:

Browse. .. I Close

Attach |

£dd the file to the list

Current file attachments

o Pleading.doc Remove |

‘ Close i
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i. Attachments will be listed next to the Attachments button in your E-Mail Window.

Asend| ] =§ |,_;-'?‘ v @ IQ/I "3 I_BJOptions...| @ Help

To... I
S
§c?.l.. |

Subject:

j.  Click the Send button to send your message.

EJSendlcd Bla Y B iﬁ,i ! 8 IﬂOptions...; @ Help

e

6. New Mail Notification:

—
a. When a new email arrives, a pop up window will appear in
the lower right hand corner of your screen with a message “You have
new mail.” This window appears briefly and then disappears. You You have new mail.
will not see any further notification that this email has been received. N
\ _
b. The screen does not refresh automatically. Press F5 to i i

refresh you IE screen.
7. Viewing Attachments: Some email attachments can be viewed by double-clicking on the

attachment file. (Note: This is only for viewing attachments, not for editing. If you will be
editing the attachment, following the steps in paragraph 8 below.)

_,;.Re;slyl 4 Reply to all! -_-;Forward|j 5 2 X e o | @Hep

| _{\ Attackrients can contain viruses that may harm your cemputer. Attachments may not display ccrrectly.

Frori Debbie Mogren Sent: Mon 8/16/2004 4:26 PM
To: Debbie Mogren

Cc:

Subject: test

Attachments: B Pleading.doc{4kE)

Note: If your attachment will not open, follow the steps paragraph 8 below to first save your
attachment to your local PC. Once the file is saved, browse to it to open. Remember, you must
have the associated program loaded on your PC to properly open the file.
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8. Saving Email Attachments to your Local PC:

a. From the open email message or from the Mailbox view in the Reading Pane, right

click on the attachment file.

R
[ \_t
L)

(=S == . =
_,;.Replyl_gﬁ Reply ta a|I|l -2 Forward‘a = Whs | & 4 | @) Help

Help

Debbie Mogren

Items n tafiof 5

04 4 p P8

- lLag OfF

i\sa‘attacl'%ments can cortaindviruses that may harm
your computer. Attschm
cerrectly.

nts may not display

V4
[ _gl Attachments car: contain viruses that may ha% your computer. Attachments may not display
From: Debbie Mogren test
To: Debbie Mogren I
Cc:
Subject: teg
Attachments: L) Pleading.doc(4KE)

To:
Cc:

Attachments:

Cebbie Mog‘en

_j Fleading.doc{4KB)

b. On the pop-up menu select “Save Target As”

c. Inthe “Save As” window, browse to the location you would like

A J

: b
to save the file to and click Save” Copy
Copy Shortcut
20 x | Fazte
Save jn: IQ Desktop \ ;I @ g Add to Favarites. ..
= by Computer ] Pleading. Froperties
L

el Mebwiork, Meighborhood
PLC Maintenance

My Briefcasze

1 Summ Tran

) Summation TE st

[Flezding 5o

Save as type: IMiu:ru:umft ‘whord Document

File name:

~|

-

d. The download window will display. When
the download is complete, click the Close button.

Saved:

Downloaded:
ad ko

Save )

S |)

ancel
Download complete

L
L\E_i Download Complete

Hawaii Day. PDF from exchangebh

BIKB i1 sec
D:4hdy Files'H awaii D ay PDF

Ioad completes:

Open Open Eoldef k Cloze ! ’
b ST
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9. Some new items in Outlook Web Access:

a. Navigating through messages: If your folder contains more than 25 messages, you
will need to use the page navigation buttons to browse to the next 25 messages.

| Deleted :E‘en]s ( Two-Line View « ) Items n ko 25 of 290 ﬁ{] 4 b [i'f

b. Message filters: From the Outlook Web Access menu bar, select the desired filter

VIEW.
Outlook Web Access Deleted Items - gi§ o 1 of 230 iy i
] Two-Line View -
SN EXITR A i { Hel I Log Off
. i Folders asval~ | 3 New g escages B SNIE R =lp. il oo
= £ Debbie Mogren A 0| From r Unread Messages 2
a Ealendar Subject By Sender :)esbltj
.| Contacts 5 = ebbie Mogren
i.'l (=) Debbie Mogr By Subject : J —
E‘.‘ eleted Iters{§lil f . ; _&Attachments can contain viruses that may harm
. test By Conversation Topic !
A Drafts [5] - X . your computer. Attachments may not display
— Inbox | shirley Dloom! Unread By Conversation Topic | correctly,
‘—] RE: SHIRLEY BIRT#Mg Sent To V. To: Debbie Mogren
&l Journal
-a Junk E-mail + || = Debbie Mogren Mon 8/16/2004 4", Cc:
4 | » TEST_Z Attachments: | 3 pieoding. doc(4kB)
L 1 Dehhie Manren Mnn RI1AM2NN4 4:0... .

c. Move/Copy icon: Allows you to move items in your main Mailbox only. You cannot
move items to a personal folder.

d. Reply/Reply All / Forward icons:

sinen - 12 X(Cw Y -2 0 5@ W] @ree

e. Empty Deleted Items:

f. Recover Deleted Items:

10. Log Off Procedures: It is imperative that you log off properly when exiting your email
session.

a. Click the Log Off button in the upper right hand corner of e-mail window

tters Ml tozsofzo0 B o b BO
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b. Click Close when the “Outlook Web Access” displays.

=1 Butiook Web Access

Psovided by Microsoft Exchange Server 2003

R

To complete the log of f process and prevent other users from opening your mailbox, you
must close all browser windows and exit the browser application.

Microzoft Internet Explorer |

(E.) The *eb page you are wiewing iz bying to cloze the window.
-

Do pou want o close this window?

c. Click Yes when the “Microsoft
Internet Explorer” window displays.
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